BMPSS

How to Complete and Submit a Funding Application
For External LaMPSS users

How to Start a Funding Application

There are many options for you to start the process of an application in LaMPSS. When you log
into LaMPSS click on Programs and Services under the Apply for Funding in the left navigation
menu. This will direct you to a list of all the programs and services you can apply for via the self-
serve option. When you click on the program name, a display window will open with a brief
description on the program. From this window, you can either navigate to the program website or
start the process to be directed to LaMPSS Online by selecting the Apply Now button.
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Department/Area
DCS - Disability Support Program
Adult Service Centres Apply
DCS - Employment Support Servicas
Ability Works Apply
Move to Work Apply
Skills Work Apply
Work Activity Centre Apply
Work Activity Centre Program Renewal Apply
LAE - Adult Education
International Qualifications Recognition Apply
Recognition of Prior Learning Apply
LAE - Employment Nova Scotia
Empleyment Skills and Job Search Service Registrat Apply
JFA Special Projects Apply
Nova Scotia Employment Assistance Services Apply
MNova Scotia Works 2020-2022 Apply
NS Employment Assistance Special Projects Apply
eIEponment Apply

Self Serve Program Popup

Program Information

Department/Area:
Program: START

Program Description/Objectives:
The START program will encourage employers to hire Mova Scetia’s requiring work
experience.

LAE - Employment Nova Scotia

Financial incentives will be provided to employers with a labour need willing to support
ready-to-work Nova Scotia's. Incentives will vary depending on the type of employment
offered, the skill level of the employee.

Bilingual Program: Yas

Click here to see program website

(Cancei®y

Apply Now
——

You also have the option to click on the Apply link that is to the right of the program name, and you
will be navigated to LaMPSS Online. This option would skip the display window.

Date Last Modified: September 24, 2021

Page 1 0of9



a How to Complete and Submit a Funding Application
m For External LaMPSS users

All program areas have the option to link the application to their program website. You could also
receive an email from a program area with the link for the application. These links will open directly
in LaMPSS Online where you will be prompted to login. This will be the same organization ID,
username and password that you currently use to login to LaMPSS.

When you launch the application form, you will receive an email with a direct link to your newly
created form. You can use this link to directly return to the form without navigating through
LaMPSS.
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Terms of Use

LaMPSS Login

Labour Market Program Support System

Already have an account?

Organization ID #

Username

Don't have an account or having trouble logging in?

If you raquire a LaMPSS login, pl visit LAE LaMPSS or contact the program area that you have been communicating with and they can supply you with

the LaMPSS External Access and Din

LaMPSS Support Contact Informal

o 902-424-1075
1-877-404-7074 toll-free in Nova Scotia
4 LaMPSS@novascotia.ca

>

NOVA'SCOTIA

Terms of Use

LaMPSS Login

Labour Market Program Support System

Enter Password

Password

Forgot Password?

I agree to the terms of use.

@ Cancel
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Once you are logged into LaMPSS, the first page of the LaMPSS Online application is the landing
page for the program application. It will display key information about the program you are applying
for:

‘Before you Begin’ section which contains information and instructions regarding the

application form and program requirements.

- Alist of any documents that are required to submit as part of your application.

- Links to the program website and any other relevant websites or resources.

- Application deadline for the program if one is applicable. The example below shows that
applications are accepted on a continuous basis.

- If displayed, you will be provided an estimate of the average time to complete the

application.
Francais
>
NOVA SC TIA Search NovaScotia.ca E

Logout

Nova Scotia School for Adult Learning
Application Form

(= Exit to LaMPSS

Adult Education
Labour and Advanced Education

Applications are accepted on a continuous basis.

Before You Begin

Please visit the program’'s home page and download the Program Guidelines documant. Review the Guidelines document carefully and prepare or gather
any supplemental documents required to submit along with the application.

Required Documents
+ Board/Staff Members

+ |temized Budget Breakdown

» Job Description

Important Links

» Program Website

&=

At the top of the landing page there is an option to exit LaMPSS Online and return to LaMPSS. If
you wish to start the application, you will click on the button.
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Completing the Application Form

When you click on the button you are navigated to the start of the application form. At the
top of the page, you will notice the following information, Import Links, Manage Access, Return to

Overview and Exit to
LaMPSS. The Important
links will be the same links

that were on the landing

page, so you can reference
the documents to complete Nova Scotia School for Adult Learning
your application. If you
wish to grant access to any
other staff members within
your organization, you can
select Manage Access
where you will be directed
to LaMPSS to manage who the list below. Sections can be skipped and completed at a later date. All sections will be available to review
can access and edit the
form. If you wish to return
to the LaMPSS Online

landing page which

NOVA’S‘(%TIA e R o ﬂ

Application Form

Adult Education
Labour and Advanced Education

The following sections of this form can be completed in the order listed or any section can be selected from

before the completed form is submitted

C‘,’ Status
In Progress

provided key information about the program application, you select Return to Overview, and if you
wish to exit the application and navigate directly to LaMPSS, you will click on Exit to LaMPSS.

The form name for the application will automatically have a generic name. You have the option of
keeping that specific name or providing your application a unique name. A unigue name will be a
useful tool in finding your specific application under the View/Access In-Progress Forms. It will be
helpful if you have or plan to apply for multiple programs in LaMPSS.

The start of the application will list all form sections required to be completed for the specific

application. You
can complete the
sections in the order
provided or they can
be skipped and be
completed later.
Some sections must
be completed in a
specific order, if you
navigate to a form
section that requires
a previous section
be completed, a
message will be

displayed. All
form sections
must be

completed to

YomTamrenter a unigue name here for this form that can help you find it again later.

START Application Form

Form Section / Last Updated Last Updated By Status

1 Employee Information

2 Workplace Safety - Compensation, Claims and Litigation

3 Contact Information
4 Location
5 Position Information

6 Lepgal Signing Officers

7 Supporting Documents

& Form Summary

submit the application.
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The title of each Form Section provides a link to that section. To begin the application process, you
can click on the Save and Continue at the bottom of the page or use the Form Section list to jump

directly to a specific screen.

If you have updated the Form Name, you will need to select Save and
Continue to save your update.

Once you select any one of the form sections or save and continue, you be directed to a step in the
application. Each step will list all questions under that specific section. If you wish to skip the
section, you click on the Skip for Now button at the bottom of the page. If you have provided
answers to all questions, to save your answers select Save and Continue.

When you fill in all the
required fields and hit save
and continue, or have
decided to skip the section,
the application will move on
to the next form section in
the application. If you wish
to navigate to another
section, you can return to
the list of sections, by
clicking on Return to Section
List that is on the top of the
page. You can also
navigate around the steps of
the application by selecting
the drop-down menu on the
step count that is listed
above the section title.
Where you can select

NOV:\%&)TIA Search NovaScofia.ca E
s
START

Application Form

& |mpartant Links ~ G+ Exit to LaMPSS

E Status

In Progress

Step2of8 =
aor!mace Safety - Compensation, Claims and Litigation

WCB Coverage
Do you have WCB coverage or sufficient insurance to cover accidents or injuries on the job for the

employees?

Select w

)

another form section you wish to complete.

If you have started to answer the fields on a specific page
and navigate away from page, you will receive the
following pop-up to notify that any unsaved changes will
be lost. There is a 40 minute timeout on each section
of the form. If you pause for more than 40 mintues
within a section of the form, any information entered
will be lost. Once a section has been saved you will not
lose the information.

Are You Sure? X

There are unsaved changes. All changes will be lost unless a
save is performed.

Are you sure you want to navigate away from this page?

Cancel
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Once you have completed form sections, if you return to the ‘Section List’ the form sections will be
updated stating when the section was last updated, who updated the section and the status on the
specific section. If a section is showing Locked, that means another organization contact that you
provided access to, is currently working on that section.

START

Application Form

& Important Links ~ & Manage Access € Return to Overview B Exit to LaMPSS

Employment Nova Scotia
Labour and Advanced Education

The following sections of this form can be completed in the order listed or any section can be selected from
the list below. Sections can be skipped and completed at a later date. All sections will be available to review
before the completed form is submitted.

E Status

In Progress

Form Name
‘fou can enter a unigue name here for this form that can help you find it again later.

START Application Form

Form Section Last Updated Last Updated By Status

1 Organization Infermation - - @ Read-Only

(8]

Employee Information

3  Workplace Safety - Compensation, Claims and Litigation May 26, 2021 & Locked
4 Contact Informaticn May 31, 2021 & Saved
5 Location May 31, 2021 & Saved
6 Pogifion Information May 31, 2021 & Saved
7 Legal Signing Officers May 31, 2021 & Saved
& Supporting Documents May 26, 2021 @ Saved

9  Fomm Summary

Save and Continue

On every application there is a section for Supporting Documents, even if none are required for the
submission of the application. This is so you have an option, if you want to provide any
documentation in support of the application. If no documents are required, you will see a section on
Additional Documentation. If documentation is mandatory to be provided for the submission of the
application, the documents required will be listed under Mandatory Documents and there will also
be a section if you wish to provide additional documents.
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Francais
>
NOVA SC%TIA Search NovaScotia ca E
Logout

START

Application Form

& Important Links = = Return to Section List ( Exit to LaMPSS

E’l‘ ;‘T;risgress

Step9of 10 ~

Supporting Documents

To submif FaamoarEoEdMmentation in support of this application, select the type of document below

and click Add to select and attach the file Francais

Document Document(s) Attached Size NOVR&)TM oot NovaSeot ca ﬂ

Select vl/
Skip for Now START
Application Form

If you Want to a'dd a' document under & Important Links ~ = Return to Section List  Exit to LaMPSS
mandatory documents, you will click on the .

. - tatus
Add link that appears to the right of the &
Document name. An Add link will appear Step 8o 10 -
under the additional document section once Supporting Documents
you select what document you wish to
up|0ad. The following acuTmemE ars fandatory and must be submitted with this application

Document Document{s) Attached Size

Once you click on the Add link the following BoardSiaf Members

pop up will appear. Where you can either

drag and

drop the To submit addiional fon in support of this applicaticn, select the type of document below
p and click Add to select and attach the file

Upload Attachments (Job Description)

document Document Document(s) Attached size
n thls bOX Select v‘/

1‘ or click to

=4 browse
fOI’ the Skip for Now

Drag Files Here or Click to Browse

specific file you wish to upload. Each file must have a unique file
name and be a maximum of 1MB in size. If you try to upload a
cnce | document that is larger than 1MB, you will receive the following
error message.

If no documents are required and

A Error Uploading File(s) * | you are not providing any additional
documents, you need to click on
save and continue to save this step.
+ Attachment ServiceProviderOrientation pdf exceeds maximum file size limit of 1.00 MB. I yOU navigate to the next Step to
submit, it will notify you that there
ﬂ are sections not completed.

The following file(s) could not be uploaded:
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Submission of an Application

The final step on
every application
is the Form
Summary. This
is where you can
View/Download a
Summary of the
application and
where you submit
the application. If
all sections have
not been
completed for the
application, you
will be directed to
return to the
Form Section List
to identify the
sections that
need to be
completed.

When you click on
View/Download
Summary you can
Download a PDF
of the summary
and you can
navigate to any
section that may
need to be
updated by
selecting the Edit
link to the right of
the form section
name. When you
click on a particular
Edit link, you will
be navigated to
that form section
that the link
referenced. You
can then update
any information, if
required.

NOVA’!:(%T 1A

Search NovaScotia.ca

START

Application Form

& Important Links = = Retumn to Section List (@ Exit to LaMPSS

E Status

In Progress

Step9of9 -
Form Summary

@ There are still sections that have been not been completed on this form. The form cannot be
submitted until all sections are completed.

Plzase return to the Form Section List to identify those sections.

To view / print a copy, please click View / Download Summary below.

View/Download Summary Submit

Nova Scotia School for Adult Learning
Application Form

Labour and Advanced Education
Adult Education

Form Name NSSAL Application Form

Organization Information —

Web Site

NAICS Code !

HST Rebate % © ~

Service Language English
Correspondence Language English

Project Detail 2 Edit

Project Title

Project Start Date 24/06/2021
Project End Date 28/07/2021
Previous Agreement Renewal No

-

‘ @ Download POF ol

Previous Agreement Not Provided
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Once all sections have been completed, the Submit button will be visible and you can submit the

application.

NOVR&TIA

Search NovaScotia.ca Q

START

Application Form

& Important Links = Retumn to Section List (= Exitto LaMPSS

E’: Status

In Progress

Step 100f 10 =
Form Summary
Your form appears to be ready for submission.

It is recommended that all information be reviewed carefully prior to submission to ensure the required
information has been provided.

To view / print a copy. please click View / Download Summary below.

If you feel ready to submit. please click Submit.

View/Download Summary

Once the application is successfully submitted, you will receive the following message with your
unique agreement number.

y
NOVA?SC%T[A Search NovaScotia.ca

START
Application Form

@ Exit to LaMPSS

Submission Successful

Thank you, the submission was received. It is now pending review and approval

For reference, the@greement 1D is pase refer to the LaMPSS self-service website for

information on the statm

View/Download Summary
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